Online Writing Services

Attaching a File to an Appointment Form

If the draft of writing you wish to discuss during your Online Consultation is longer than

3 pages, you must attach it to your Appointment Form after reserving your appointment.
And, if your draft is longer than 10 pages, you must select the 10 pages you most need
help with and attach those to your Appointment Form.

When you have finished reserving your appointment, you will be taken to a Confirmation

Screen.

Success!

Your appointment was successfully added on the following date: September 18, 2014.

If you would like to attach a file to this appointment,

CLOSE WINDOW

To attach your draft to your Appointment Form, click the link labeled “click here” on the
Confirmation Screen. Doing this will open the Attach a File screen.



Attach a File

0 add a file 1o your appointment, select the appropriate appointment from the list below and

then select the file. Documents cannot be over 1MB in size and must be in one of the
following formats: .doc, .docx, .numbers, .odt, .pages, .pdf, .rtf, axt, wpd, wps, xis, or xlsx.

Appointment: [ 09/18/2014: 2:00pm (FQ)

Attach File: ‘
iR Choose File | no file selected
|

Document
Title:

UPLOAD FILE CLOSE WINDOW

The appointment you just reserved will automatically appear in the Appointment field.
Click the Choose File tab to select a file from your computer. Then, title your file. Finally,
click the Upload File tab.

If you forget to attach a file to your Appointment Form after reserving your appointment,
please email the Online Program Coordinator at wgbuhler@uh.edu. Please attach to
your email the file you wish to be attached to your Appointment Form. And, in your
emalil, please indicate the date and time of your appointment.



